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ADVANCED EMAIL

Objectives:
° Practice using an existing email account
° Create special mail folders; move mail among folders
. Set up an online address book
. Create an autosignature
. Edit Account Information and Mail Preferences settings
. Copy & paste text or graphic into an email message
[ ]

Attach a file to an email (optional — time permitting)

YAH Use "addresses” link to add email Yahoo! - My Yahoo! - Help
addresses to vour online address book.
I Mail ~| (5 AddFesses ~ 5 Calendar ~ $& Notepad ~ sheakers100302@yahoo.com [Sign Out]
Check Mail Compose Mail Upgrades - Search Mail - Ma¥ Options

Foldérs [add You #° Use the "Mail Options" link to 4

lUse the "Folders" link to see a list of folders

create a signature and to edit
llalirs i) and the number of messages in each one. Get { your ACCOL?ﬂt Information and year!
(< Draft Use the "Add" link to add a "personal folder” to your General Preferences
3 Sent organize your messages  Click on a folder

R settings.
(& Trash [Empty] name in this list to open the folder.

? Get [ e —— |



Using Folders:

Add special folders to organize your email.

Yahoo! - My ¥Yahoo! - Help

Create another folder
endar ~| $5 Netepad ~ sheakers100302@yahoo.com [Sign Out]

by typing a folder
name then clicking
on "Add Folder"

LA Mail ~| [

Check Maj|

Mall Upgrades - Search Mail - Mail Options

Messages Unread Sire

6 5 8k
Incoming messages are sent to this folder.
bl & Draft 0 0 Ok
Your Mailbox Unsent messages are saved in this folder Folder list, including a new
Quota: C& Sent [Options] folder | just created 3 3 Tk
Sent messages are saved in this folder
i & Trash [Empty] 3 1 Bk
You are using 1% Periodically, your trag pied automaticall
of your 4.0 MB o . .
=, vacation planning [Rename - Delete] 0 0 Ok

Total V\ 12 9 22k

To remove a folder,
click the Delete link.

Move messages from one folder to another. Start with the folder containing
the message you want to move:

E3) Addressd

To move a message
et el | i from Inbox to another

folder click the

sheakers100302@yahoo.com [Sign Out]

Mail Upgrades - Search Mail - Mail Options

Eolders [Add) I checkbox next to the
£ Inbox {2) message in your Inbox ;
@& Draft list Messages 1-3 of 3 | First | Previous | Mext | Last
3 sert ;
(& Trash [Empty] r / Sender i it :
AR (el ¥ Sy Then selsct the 1k
O vacation planning r g:'leakkcerts Re: email class destination folder 2k
ackLa from the dropdown
Free - Yahoo! Welcome to Yahoo! Mail folder window, and Thu 10703 5110
%Credit Report Check Al - Clear Al click on OK.
——T potte | Mark as Unread




Using the Online Address Book

Click the “Addresses” tab above the “Check Mail” and “Compose” buttons:

Yahoo Yahoo! - Help

YaHoO! Address Book [

Yelcome sneakers [Sign Out]

Remember to Save Contact Changej

that yvou make!

Save Contact

Save and Add Another

I Cancel Delete Contact

Primary Information

Custom 1

Custom 3

Personal Website:
Alt. Emails:

Impertant Dates:

Name: I':'rlglatr IM.ddl II:I'hEtOthBrCat Enter your
irsi iddle as contact's
Email: ITigerBDBUD@hotmaH.co information in text
boxes on this page
Yahoo! ID: | _ then Save
|
Nickname: [Tiger — Changes!
Use Nickhames in ¥Yahoo! Mail as shortcuts to your contact's full email address, [Learn
Category: IUnfiIed -]
Phone Numbers
Personal: | | |
Home Pager lobile
Work: | |
WWork Fax
Misc: | |
Y Mailbox Other
Primary Location: & Home © “Work
Y¥ork Information
Company: ITlgEr‘s Email Consulting Group ICEO
MName Title/Position
Company Address: [sneakers Backyard il
Strest
[5cottsdale |4z [aez51 Jusa
City State Zip/Postal Country
Company ¥ebsite: |
Personal Infermation
Home Address: il
Street
I | |
City State Zip/Fostal Country

Birthday (mm/ddiyyyy) Anniversary (mm/ddiyyyy )

3 Custom 2:
: | Custom 4:

Comments:

preferred payment: lizards, hirds, mice

Save Contact

Save and add Another Cancel

Delete Contact



Using Mail Options

Click the Mail Options link located below the “Sign Out” link:

0J Mall ~| (3 Addresses ~ [E9 Calendar -

Check Mail

Options:
Colors

» Mail
Address Book
Calendar
Motepad

Account Information

Compose

address.

Signature
Aftach a custom signature to your

outgoing messages.

Vacation Response

Send a custom, automatic
message response when you are
away .

Subscriptions

Account Information:
Click the Account Information Link to get to the screen below; you will be
asked to enter your password before this screen appears:

The Mail Options page provides links to
a variety of options: changing your
coount Information, General

Block Addresses
Block addresses from which you
don't want to receive mail.

Filters

Sort your incoming mail
automatically into designated
folders or to your mobile device.
Filter out unsolicited email

Check Other {(POP) Email
Retrieve mail from all vour other
accounts into your Yahoo!

W ail.

Review My Account Information

Review the member information listed below, click the Edit button above each item to

change the information. Be sure to click Finished when you're done.

Premium Services

POP Access and Forwarding
Use Yahoo! as vour permanent
email address. Fonward to another
mail account, or download your
Yahoo! messages to your FOP3
mail client for only $29.99/year

Mailbox Extra Storage
Get a bigger mailbox, starting at
just $9.99fyear

Yahoo! Mail Personal Address
Get your Yahoo! mail sent to
yourname@yourwebaddress.com
for only $35fyear.

Finished

Yahoo! Mail Address:

Yahoo ID Card

Name:
Yahoo! ID:

Password:

MW Sneakers BlackCat
sneakers100302
sneakers100302@yahoo.com

Public Information
Public profiles:

Member Information

fale
on file

Gender:
Birthdate:
Industry:

Occupation: Artist

Change Password ‘—.E

Advertising/Marketing/PR

N

i

=
oy

Yahoo! Mail Address:
Alternate Email 1:
Edit your marketing preferences.

sneakers100302&@yahoo.com

Options:

Click to chang
this informatiog.
Remsmber!
Alviays clickfon
"Finished" to save
the changes vou
makel




General Preferences:

Click the “General Preferences” link from the “Mail Options” page. You
will see the following screen:

L Maill ~ [ Addresses « %’ calendar ~ % Notepad ~ sheakers100302@yahoo.com [Sign Out]
Options:
Colors General Preferences| wake gesired changes to Need Help?

the listed features, then

» Mall lick the "Save" butt
Address Book cicxinhe ~save bution.
Calendar MNarme and Email
MNotepad ~ From name: [sreakers Blackcar
Account Information This name will appear on the From line of outgoing mail.
Reply to: |
(if different from your Yahoo! address, e.g., name®@company.com)
Inbox/Folders
Message Ordering: & Descending by date (new messages appear at top)
{default)  Ascending by date (new messages appear at bottorn)
Message Actions Q
To h_elp_ avoid Moving/Deleting © Go to the next message afterwards.
email viruses, Messages: & Go back to the original folder aftenwards.
change the
"Movi 9 ; Forwarding Mess : ¢ Forward as inline text.
oving/Deleting et ; N . .
" riginal messages will be copied directly into the body of your outgoing
Messages" feature messages.
to go back to the @ Forward as an attachment.
message list in the original message will be attached to your outgoing messages as separate files.
folder Where you || Replying: © Don't include original message when replying.
found it @ Include up to 200 lines of the original message when replying

& wihien replying.
I Save‘ I cancel | FRemember to Save your changes!

Create An Automatic Closing and Signature:

Click on the “Signature” link at the “Mail Options” page:
zﬂml- (5 Addresses ~ Calendar ~ % Notepad ~ sneakers100302@yahoo.com [Sign Out]

Options:

Signature (sack o mail options]

Colors
» Mail Save
£ddress Book Enter up to seven lines of text that you can attach to the bottom of all outgoing messages.
Calendar
Notepad Editor: Plain | Color and Graphics
Account Information " ™ Wiew HTML
IParagraph leunt jISIZE |

P
=
= 1

¥ BE B 7 U T

i
1]
i

Click this check box Very Truly Yours,
to have your
signature added to Sneokers

Click inside this text box and type the closing afd
signature you want added to your outgoing
messages. You can add some fun formating b
highlighting the text to be formatted (click _drag))
then click on the toolbar buttons for the formatting
you wiant to apply

all your outgoing
messages.

W Add signature to all outgoing messages
= Jore = Remember! Click "Save" to save your

Save signature and apply it to your messages.




Copy & Paste Text or an Image Into an Email Message:

Start in the document or web page you to copy from:

the collection

Click and drag through the

text or image you want on

another document or web
page. Click the "Edit"

Robet‘i toolbar button then click
V% Audub "Copy". ;
& Roberd
Americ -

Tmmpeter Swarn, 1838
hand-colored engraving with
a,quatlnt plate: 64 14 x 98.74 cm

- - e e

HATIONATL G-A L L E R-Y Li e et

Open a new Internet Explorer session and sign into your email account.

Click the Compose button to set up a composing form where you will enter
an email address and subject for your message.

Compose ( Plain | Color and Graphics ) '

Save as a Draft I Spell Check I Canc

addresses from Address Book or enter nicl E_nter an email address and subject.
Click in the message text box and type
To: |Wiﬂnieswan@MQ@m\ a message. Then use the "Paste”
Ce: | . toolbar button to paste the image or
= text that you copied into your

Subject: Icupy af Image from Internet Weh Site \maisﬂxgeseilécgjtehfnéigggé button to

‘UJ
o
o

Attachments: [ Aftach Files ]

I ParagraphA/j I Font

% B@® B ZU DY

Winnie, | found this great picture for you on the Mational Gallery of ]
Artwieb site. Enjoyl

]
(1]
]
T
111
i
il
Bz
@

W Use my signature

Options: & Save a copy in your Sent Items folder



Attach A File To An Email:

1. save the file you are planning to attach, either to a removable media
such as a disk or flash drive, or to the desktop.

| How to attach a file to an email.doc - Microsoft Word =1
File Edt Wew Insert Format Tools Table Window Hslp Adobe PDF ‘
DEHa8RY | pad v- |@B0E= 4B o -0,

I
[
| vermal - évial
|

™

0|

<] e B D - Tk -

How
(uslr

1. Save the file you ar
as a disk or flash dr

2. CompoSe anew erm
respond

3. Clickthe "add attacl

the file whers you s

Click the "attach file

5. Clickthe "continue t
and send it. The nat

b

4

Flle pame: |Hnw to sttach a File to an email.doc J B save I
Save as type: [word Document (*,doc) =l Cancel

1

o - Iy G5 | adeshepes - N\ % 1O 4|&-£'A_'E:E.e-
[Fage 1 Set 1 1 [A&ad  Ini13 cel48 [REC [RK BT VR [EX
il start |J 5 @ © || Elmbox-meros...| &]Libnet Home p...| &) ciipatatpub.. |[E]How to atta...

EaovancenE.. | [ JESOEERE 1zz2em

2. Compose a new email or click the “Reply” button in the email to which
you wish to respond.

3. Click the “Attach Files” button.

a Yahoo! Mail - sneakers100302@yahoo.com - Microsoft Internet Explorer provided by Information Systems == ﬂ

File Edit Wiew Favorites Tools ‘
GBack v = - (D #at | @ﬁearch [GlFavorites  Media o4 | By & 1] -
Addl’essIEhttp:p'p'us‘f326.mail.yahUclcum,l’ym,iCUmpUse?W:SDZS1 = @eo |Links »

1 | Mai “
Yahoo! hivYahoo! Mail u.Seeﬁv'ZEl— soare | &
I-IOO’ MAIL Welcorne, sneakers 100302
. [Sign Qut, My Account] Mail Harne - Mail Tutarials - Help

m Addresses Calendar ~ Hotepad ~ What's Hew - Mail Upgrades - Mail Options

Send | Save as a Dra# | cancel | Send an eCard
Ji

Inzert addres/es | Add CC - Add BCC

To: |winnieswan yahoo.com |

Subject: Ihuwtu att%h a file to email

Attach Files

XA e s h2E8 s s

= ‘@ Stationery

Dt Wyinnie - | attached a fils to this srail for you |

Ei
@ [T Tgmerne




4. Click the “Browse” button.

3 Yahoo! Mail - sneakers100302i crosoft Internet Explorer provided by Information 5; =] x|

File Edit Wiew Favorites Tools Help i

Back + = - @ tat | Qsearch [ Favorites  EiMedia £ | B-S Q- =
pcdress [] retpijus.Foze.mailyshos, comfymiComposery =030 [T L 2| =] @ |unks?

Yahoo! My Yahoo! Mail Look. in Im Desktop j &= F ef E- Search | =

YAHOO! MAIL {Girts weaer,
.

m Addresses ~  Calendar ~ HNotep:
Attach Files | Cancell

Attach Files

Click "Browse" to select a file. You can attach file
total message size of 10.0MB [YWhat's this?]

File 1: l— Browse... |
File 2: I— Browse... |
File 3: l— Browse... |
File 4: l— Browse... |
File 5: l— EiEEs |

Attach More Files

& Iy Documents ﬂTrain\ng Innovative Millennium ail Tutorials - Help
Apressions Assistant
E? ZipGenius 1.4
Bora les - Mail Options
@HazardRecognitiun.wmv

irus Disclaimer

Aduction Innovative Milennium
indows Media Player

{42 RealPlayer
(0 snaglt 6
B Snaglt Studio &

File name: IHow to attach a §é to an email doc j Open

Files of type: 2l Fites - y [ ]
v

To avoid sending an infected file, your attachment
will be scanned by:

AntivirGe

PC users: Select "All Files” for "Files of Type". If you don't
see a "Browse" button, your browser doesn't support
attachrments.

Attach Files | Cancel |
‘@ Dane:
iastart| B2 e ®z2®
J Ho)] Inbox - Microsoft Ou. .. @\'ahnn! Mail - snea...

Internet

12:32 PM
@

5. Locate the fileAvhere you saved it. Select it and click the “Open”
button.

Z:\DatalPublicTraini. .. How ko attach afile ... | A0WANCED EMAIL b .

6. Click the “Attach Files” button

3 Yahoo! Mail - sneakers100302@yahoo.com - Mircosoft Internet Explorer provided by Information Systems =& 5[

Eile Edit Wiew Favorites Tools Help i
HBack -~ = - @ at | @Searc (5] Favorites @Med\a @ | %v = E -

Address I@ http:n’us‘f326.mail.yahoo.gﬂ{l’ymiCompose?W=89397 j @Go |L|nks »
R —T
’ welcorne, sneakers 100302 X
A_I-IOO AlL [8ign Out, My Account] Mail Horne - Mail Tutorisls - Help

dresses ~ Calendar ~ Hotepad ~ What's New - Mail Upgrades - Mail Options

Attach Files | cancel | Horton Antivirus Disclaimer

Attach Files

Click "Browse" to select a file. You can attach files up to a
total message size of 10.0MB [What's this?].

File 1: lm Browse
File 2: Ii Browse. ..
File 3: li Browse. .
File 4: l— Browse. .
File5:[ | Browse

Attarh hnra Filas ﬂ

Eoee T emes

wahoo! My rahoo! Mail




7. Click the “Continue to Message” button.

=12 ]

3 Yahoo! Mail - sneakers100302@yahoo.com - Microsoft Internet Explorer provided by Information Systems

Eile Edit Wiew Favorites Tools Help
Back ~ = - (D 7t | QSearc/ [lFavorites  lFMedia (4 | By S [ -
P\le’ess@http:Hus‘f326.mai|.yahnn.[D%fijnmpnsE?Y\‘:SQSQ? ﬂ @G0 |Links >
Yahoo! by Yahoo! hail SEalchl— Geach | =
“HOO’ M A [ ¥elcarns, sneakers100302 the Web =L

=l [Sian Cut, My Account] Mail Home - Mail Tutorials - Help

What's New - Mail Upgrades - Mail Options

Calendar ~ Hotepad ~

Addresses

Continue to Message

Attachments
The fellowing file has been attached:

Horton Antivirus Disclaimer

ADVERTISEMENT

# How to attach a file to an email.doc [26k) [Rermove] Mo virus threat detected
Attach More Files
‘four attachments have been scanned by: E?Iti\l'irl:l?

| oo | oron Andvins Disclaimer |
’_’_’_ & Internet

]

8. Continue composing your email and send it. Note that the attached
file(s) displays below the Subject field to confirm that it is attached.

=12 ]

3 Yahoo! Mail - sneakers100302@yahoo.com - Microsoft Internet Explorer provided by Information Systems

File Edit Wiew Favorites Tools Help
GBack + = - (D ) | @ zearch @Fa/uritas veda oF | - =

Address @ http:n’us‘f326.mall.yahoo.com,fym,icamp:#e?\'v:S1QSU&DEIDraFt=1

_ x| Peo |Links =
{Edi] =
What's New - Mail Upgrades - Mail Options

VETIRRA  Addresses ~ | Calendar Notepad ~

= = et o

Insert addresses | Add COf- Add BCC

To: I‘,winnieswan@yahnn carn

Subject: |h0wt0 attach afile to envl
#7 How to attach a file to an email.doc (26k) [Remave]

Attach Files

T Xoalfes s s s;

= £

‘@ Stationery

Jii
il
[l

Dear Winnie - | attached a file to this email for you

i
[T [@menee




	Using the Online Address Book

